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To: Each Supervisor -

From: Sally R. Reed
Chief Administrative Officer

Subject: COUNTY OVERTIME POLICY AND PROCEDURES

On April 8, 1885. on motion of Supervisor Yaroslavsky, the Board instructed this office
and the Auditor-Controller to review the findings and recommendations of the State
Auditor regarding overtime, as published in his report entitled, "Los Angeles County:
Balanced Buage! Will be a Continuing Challenge.” The Board further instructed that we
return 1n 60 days with policy and control procedures to ensure that all departments
eftectively ana efficiently regulate the authorization and utilization of overtime.

The County Code currently provides appropriate authority and mechanisms for regulating
overume, althougn related procedures have not been consistently foliowed or enforced.
Tnerefore. via this memorandum, we are reinforcing existing controls and instructing
all department heads, and requesting the Sheriff, District Attorney, and Assessor,
to adhere to the procedures set torth in Exhibit A effective immediately. The
Auditor-Controlier, who helped prepare and concurs with this report, has indicated that
he will conduct periodic spot audnts to verify departmental conformance with these
procegures

State Auditor's Reponrt

Tne State Auditor’'s Repon, ‘Los Angeles County: Balanced Budget Will be a Continuing
Chaltenge.” founa tnat “the County maintains imited control over department overtime
expenaitures througn CAO review and board of supervisors' approval of annual budgets
tnat incluge specific allocatons for overime™. Based on a review of overtime controis
pracuceg at four selected depanments, the State Auditor found room for improvement in
conrol procedures due 1o several instances of overtime worked without prior
aJinorizauon and inacequate record-keeping regarding such approvais.
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Consequently, the State Auditor recommended that the County: “Ensure that all
depantments establish and maintain controls over the authorization and use of overtime.*

County Code Requirements

The County Code establishes different CAO/Board overtime authorization and department
head approval requirements for different groups of employees. ]‘hese requirements are
summarized in Exhibit B. Irrespective of the differences in Code provisions, all overtime
creates a current pay or deferred pay liability and must be authorized in advance by the
CAO or the Board, except in major emergencies. In addition, all overtime, including paid
overime and compensatory time-off, must be approved in advance by the relevant

department head before work is performed.

We believe that the authority and mechanisms referenced in the County Code provisions
provide an appropriate foundation upon which to base procedures, as set forth in Exhibit
A, 10 ensure a suitable and effective level of oversight and control with regard to use of
overume in the County, without imposing overly cumbersome requirements which could
impede depanmental efficiency and responsiveness.

Should some aepartments find these procedures unwieldy, those department heads may
wish 10 sugges: alternatve approaches which would achieve the same objectives of
'Mmproved control and consistency in authorizing and managing overtime, while providing
& more workable process. Should such suggestions be generated, we would consider
convening a task force to further study the issue and evaluate workable changes.

It you have any questions concerning this report, please call me or your staff may call
Patnicia H Swancun of my staff at (213) 974-2485.
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Exhibit A

OVERTIME AUTHORIZATION POLICY AND PROCEDURES

To bring County overtime practices into line with the State Auditor's recommendations, effective immediately,
policies and procedures governing approval and record-keeping for overtime in the County are as follows:

1. Except in the case of a major emergency. all overtime must be authorized by the CAO in advance of
the overime being worked and must not excesd the overtime amount financed in the budget.

2. Inthe case of a major emergency, overtime must be approved by the relevant department head in
advance of the overtime being worked. Subseguent notification of such overtime worked must be
provided to the CAO within two weeks of the time the overtime is worked, accompanied by a statement
by the depanment head stipulating as to the nature of the major emergency.

as

3. Requests for authorization of overtime must be submitted to the CAO quarterly, at least five business
days before the beginning of the quarter in which the overtime is to be worked. If it is later discovered
that addntional overtime will need 1o be worked during the quarter, the depanment head should request
authorization for the additional time at least five business days before the time is 10 be worked. Each
depanment head's request must include a letter of justification and be accompanied by the attached
form. Each such request must minimally detail the following:

a. The justficanon for overtime, based on past experience and other appropriate factors: and

b. The number of posmtions in each affected classification for which overtime authorization is
requested. and

¢ Areasonable esumate by position classfification of the required overtime hours for FLSA covered
employees or exempt non-salaried employees. Estimates supporting requests for full shift
compensatory ime off authormty for FLSA exempt salaried empioyees should inciude only that
work which 1n the depanment head's opinion, would substantially exceed the employee's requiar
workload

4 It the CAO does not respond 10 a request for authorization of overtime within five business days of
receipt of the request. the request may be deemed approved.

un

In addmion. all overime worked must be pre-approved by the relevant depanment head or the
depanment head s designee before the work is performed. Each depanment must prepare and
distribute intermal poiicies and procedures which minimally ensure that only paid overtime specifically
approved in agvance by the CAO and the department head is worked and paid, and that such overtime
0oes not exCeed Ihe amount estimated by the depantiment in its request for authorization. The FLSA
requires that FLSA regulaled overtime “sufiered® to be worked by FLSA covered employees must be
D30 whnether or nol 1t 1s authorzed To prevent this, interrial department policies and procedures
should be gesigned 1o etfectvely prevem unauthorized overtime from being worked.

6 Each ocepanmen! must maimamn records that demonstrate compliance with these policies and
procegures lor Ihe current and a! least three pnor fiscal years uniess relevant program requirements
(6 g Qrants) spectty a longer retention penod, Qr until audited. The Auditor-Controller will conduct
Pernoaic spot audns of such records 10 comhrm compiance.



Exhibit B

COUNTY CODE PROVISIONS RELATING TO OVERTIME AUTHORIZATION

. The following provisions of Section 6.15.040 of the County Code, in conjunction with the County Code
provisions described below, set forth the requirement that agll paid overtime for FLSA covered
empioyees and non-salaried attommeys and physicians be pre-authorized by the Board or CAQ:

Section 6.15.040 Required Authorizations.

A. An employee shall not be assigned overtime that qualifies for payment uniess:

1. Such overtime is first approved by the Board of Supervisors or the Chief Administrative

Officer; or

2 Such oventime is necessiated by a major emergency due to fire, fiood, or other cause
invoiving significant danger to life or property. Such emergency overtime which does not
quairy for the FLSA overtime rate may be worked upon approval of the department head.

B To request authonzation from the Chief Administrative Officer to pay employees for overtime, the
depanment head shall notify the Chief Administrative Officer in writing of the reasons requiring
paid overime, the number and titles of positions affected, and the probabie period of time the
overime will be worked. The request shall be made before the overtime is worked.

1l Paid overime and compensatory time-off authorization

and approval requirements for County

employees are set forth in the following Coumty Code provisions:

County Code
Provision

Chapter 6.08. Pan 2.
Pnysician Pay Plan
Cnapter 6 09, Salaned

empioyment

Cnapter 6 15

Aflecied Employees

Physicians

i
Salaned FLSA exempt non-
represenied managers,
admunistrative staff and
protessionals ’

All FLSA covered employees and
non-salaned FLSA exempt
empioyees such as atiomeys and
physicians

Authorization Requirement

Prior approval of department head
to work medically necessary
overtime

Prior authorization by the CAO and
approval of the depantment head for
compensatory time-off, within
maximum accrual limit set by the
CAO.

Prior authorization of the Board or
CAO and approval of the
department head required for all
paid overtime; work on a
compensatory time-off basis may be
restricted by the CAO.

Overnime payments 1o an mdadual empioyee who holds more than one position may also be impacted

Dy the provisions of Chapter 6 16. Holding More Than One Position.



COUNTY OF LOS ANGELES

REQUEST FOR OVERTIME AUTHORIZATION

As provided in the County Code, | request that the Chief Administrative Officer authorize overtime for th
following positions for the period indicated below. A letter of justification is attached.

department head's signature

Dates Beginning and Ending Quarterly Request Period

date beginning penod

date ending penod

| department name

department organzation number

department pavroll number

OVERTIME HOURS OR SHIFTS REQUESTED

item no classification title number ELSA status: overtime hours | overtime shifts
of c=FLSA covered requested for requested for
positions | x=salaried positions coded | positions
exempt corn coded x
n=non-salaried
exempt L
Total overtime hours or shifts requested: '
___ -~
CAO Acti c iti | Limitati .
. = agprove:
~ NSt 3ssroves
oale
signature

“*"Attach additional pages if needed™™



